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PREFACE 



In the frenetic world in which we live there is a need to 
retire from the regular routine to a setting somewhat different 
than our normal environment to inform, challenge, reassess, 
revaiuate, elucidate and educate ourselves and our colleagues. 

Wlien representatives of STRIDE began informing school district 
personnel throughout CaUfomia, Arizona and Nevada about the 
proposed STRIDE workshops and conferences, many responded 
unfavorably. ''We*ve been workshopped to death,'' **WeVc tired of 
outside experts with their panaceas attempting to come in and teU 
us how to solve our problems," or "What m^es you think 
your workshops will be different than all the other sessions to 
which wc are imited?" were typical responses. 

Believing that effective, creative workshops are a necessary and 
indispensable tooL STRIDE staff members began to develop a 
series of participatory workshops with specific goals and objec- 
tives for school districts throughotit USOE/ Region IX, Participants 
returned to their home districts and began requesting that 
similar staff training session*^ be implemented within their districts 
where greater numbers of their personnel could take advantage of 
the sessions. From the regional workshops and conferences 
grew the STRIDE "miniworkshops," 

In response to the numerous requests received by our staff 
for assistance in the development of inservice training sessions, 
STRIDE presents this manual to assist educators in the coordina- 
tion of their conferences, 



PLANNING THE WORKSHOP 



The educator who has coordinated a workshop where evetything 
worked to perfection is probably aware of how fortunate he or she. 
was. Some of our less fortunate colleagues ha\*e been involved 
in worksliops where nothing seemed to go right. One might arrive 
at the workshop site and find the meeting room occupied by 
another group that is also scheduled' for that time and place; 
on that the moniing meeting room is decorated with all the left 
over trash from the previous night's party. Perhaps the keynote 
speaker developed larjrTigitis the morning of the session; or, worse 
yet, neglected to call and state that he would be unable to attend 
the workshop. What happened when the caterer arrived at 
1:30 p,m. with the luncheon that had been scheduled for noon? 

This manual cannot provide a solution for ever>^ potential 
question or problem which might arise regarding workshops and 
conferences, However, It seeks to impress workshop planners 
that, if they would guard against last mimite panic and problems, 
they must keep on top of the small details from start to finish. 

Objectifies 

If we arc to successfully use the workshop as a tool, we must 
have specific, attainable objectives. They must be clear to the 
coordinator and hia committee; the panelists, constlltants and 
other staff members^ and also to the attendees. These objectives 
must be communicated to all involved parties before the conference 
begins/ 

Vague objectives are a source of frustration and annoyance for 
participants in your conference. Without specific objectives it is 
impossible to know whether the task has been accomplished and 
to measure success or failure, 

, ^ 



When ..lycclivc. ate ,un provided by a.lmini^.minr*. of uih.r. 

mccuntf floul.. Tin. procedure cun be iniUu.cd by «.k.„H u 1.^ 
"^M.lc qSc«tio„.. Wluu change, urc desired 
■nnkren.v' Should ihc uiiundcc. be more knowledgeal k . Wun d 
^h^lK^ nu;rc^nUtu«ia.Ue-? Should iheir behuviorul puUern.. ui.a. 
or vuluen be chimed? Shuiild new skills be Uiusliu 

It i. not ea«v to auain the ubiccive. developed frj-m .he 
c^^cmnn.. I.'i. very difflcuU ^HumKh no, 

V 1 ■ Hrin.T- However when uiuuiibi.auoutt workshop obiit- 
1:^:1;:^ ^c:"t^taiLhed:oue ea„ be,n ,0 .;lun U,e .U:v...n.n;cn; 
of the workshop wound ihe people,- nuuemds. u„d ^^-'I'-J ' - 
portend «ucce.s. Extruneou. i..ue. eun be 'Icleted and ,h. 
coordinator ean eoncentrate on the purpose of the uemns 

The nbjee.ive. of the meeting should be dmmati.e<l „, tlu: ...rkv 
.iJ^ theme or .lo«an. The then,e .hould ^'-Mn-h-t^b- c^^u;;- 
,„ create eseite.nent about the tneeting. It should "-^'"-V"' 
camlv rentetnbered. direct atul positive, utul cureh.lly eho.eu 
because of its role in re.ni.tding participants of the pu.pose ot th. 

°?S^o^iec,ives are pritnary. the budget is .ecoudary and all .nher 
fketors ie tertiarv m relation to then. If the coutere.tee .s a 
r •Hi^•lster ■' it will be dimcult to convince anyoue that 

"" 0 ct V u^. beet „tet. The eneetive coordinator tnus, 
pUtn ^u^ activity withht the trutnework of the avutluble and 

""^^er'll;;nf initial planning, it shouUl tto, be dimcult to pre,. ^ 
att estimated bu.iget .intilar to the fornt on the oppos.te page 
Kt^e lotai nutds available do not e.ptal or exceed the total h.ud. 
reanired the workshop nu.st either be acliustcd uv cancelled, 

T ntdiet cuttno! detenttine nee.ls. It cumtot detcrtn.uc 
ol'ecti^is. However, it can htllttenec the aetivi.tes that u . 
SS mcd to meet needs ut.fl ol))cc,ives. While no one likes t. 
eance a po ential workshop. If iXnuls ean.tot be rai.cd ,0 supi"" 
:;edl:^t: .uul the workshop cannot be rede.ig.ted. .he coordmatot 

'•i-uii^r-i^^ 

^^^^Ihf imdg^ "S^vi^^d ^;';,rovide accurate inn.nat.on 
lor all eo nceriied . 
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WORKSHOP BUDGET FORM 




Fundi AvaMa6li 






1^ From 


Saonsofing Organization 




13 Prom Work^Hnp Attefidse^ 




V From 


nfhRr ^oupf-es 






Total Fundi Available 


S _ _ _ 


Funds Rgqulred 






1* Sitg Or Facility Rental 






Reerns S 






T.Tife? iiriei Clr^tiiitin^ 




Q. 








Total S 




2, Meal Funttioni 






Meali _ ^ 




b. 


TaKts and Gratuitiei 






Other - " _^^r.— 






Total ___ 




3. Staff 






a. 


Saiary 




b. 


Travel .__ . 






Lodging ^ 






Per niem 












Tetai 




4. Coniu 


Hants ' 




a. 






b. 


Travel 






Lodging ^ 




d. 


Per Diem 












Total 




5^ Audio^vliual Equjpfridnt and Materials 




a. 






b. 
e. 








Tstal 




fi. Pubiklty 










b. 








Total 




7. OthQf 


Costs 


















Total 






Totat Funds Required 


$ 
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Attendees 

Ccriiiiii (actorH whicli tciid tn j ^nioic cuhcHion Hlinukl be 
prcHCiii uriu;>nLJ Uic uiicikIccs, riicsc niiglu h: need, iiUcreHU 
eoneerii or poieiitiuK Experience ha^ hIiowii that wtirkHln^p^ arc 
nitjrc sueee^Hful when uuendce^ are personally inoiivaled and 
involved. If the outef)nies nf the eonierenee will ininiedlaiely 
iuipuei llieir aeiiviiies, auendeeH have nnieh niure ai .slake aiid 
conscqiLieniiy their partielpaUc?n will be at a higher level 

The workt^hup nuirii be a chullenge for the aiiendee^. It shnnld 
be eunipatible with ilieir level c^f sophisUeation and awarenei^H. 
AtiendeeH should huve Hume knowledge nt ihe ^nbjeei to l)e 
di^euHHed and Home experlenee iii dealing wiih the issuer 
eoneerned. 

A^HiHianee should be provided lo attendees who wish la prepare 
[nr the eonferenee by cxpaiiding their background ami knowledge 
of the Hubjeci by a precon fere nee study ot gcrniane issue h in^ 
order lo faeiliate ibeir part ieipa lion in gnnip diseusHitjns, 

Workt^hops are usiially nuieh ninrc ^ueee^sful when attendees 
pariieipaie voluntarily than when they are eonipclled to at tench 
The eoordinaior should atteni|)t in dciennine in ads'unee, whc^never 
f>ossible, whether aticndanee was inan_dator>' or voUnUar)'. 

The e^^n.fereiiee planners inusi initiate eoniinunieation willi 
the poieniial attendees, TliiH eonimunieation, which may be in 
I he form t>f a broehure or letter, should ineludc the objee lives, 
location, dates aiul times, registraiioii fee, and relaiecl beneflis. 
If intbnnation is available concerning consultants, keynoters, or 
others who will be parileipaiinL^, it should be ineUuled also. 

The timing of the initial eomnuniication is important. If 
not i neat ion is sent too early, the ennference may be forgotten. 
If not it! eat ion is sent loo late, the potential attendees may have 
niade other plans. Some eonferences are sehed tiled years in 
advance because of logiHtieal probleins; however, tliiB is an 
exception rather iban the rtde. Two or tliree ninntlm is normally 
suffteient lead time, but anytbing short of six weeks generany 
resnltH in dissatisfaction. 

Potential attendees should have the opportunity to j)rovide feed- 
back concerning the tentative, agenda, Atteiulees who are allowed 
to participate in the r)Ianning and implenientaiion of a w^orkshop 
will liave a vested interest In its success. It beeomes "our 
conference'' ratJicr Uian "tlicir conference/' 

Frovisioii should be made to collect as niuch registration 
inforniation as po^sihle prior to the confereiice, prercgiHtration 

- - 11- ... 
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tillows ihc lUiciicicc^ to pick up ihcir rcgiHirutinn packciH and 
nmicrialtt ^wifily wiiliout waitiug in linct^. It ako ulhjws the 
registrars and hosls tu=-dcal wiih (ithcr problem^; uikU consc- 
qucnily, ihc aunottphcrc arnund the rcgistmiirni Uiblc will be more 
relaxed and efnidnriable — etintribiUnig to the overall \vcleonic. 

Convention Bureaus 

Most cities have cunveniion bureaus which are ready to provide 
vuUiablc ussislatice lo workshnp c(Uirdiiuilc)rH. They assist 
pkmners in cvalualiiig the avaiUibility and suitabiliiy of nieciing 
sitet^; aih^ist with disputes: and often provide name lags, program 
covers, and secretarial a?^^is!unce %vith reiiistratitjn. 

Other Heniees inelude assistance with the urran^enient of group 
lours tu local poinis of interesi; assisianec with press releases, 
photography and pnbhciiy; and ihe provision of inft)rnuitionaI 
broLinu'cs, 

Convention bureaus usually operate on ver>^ small budgets. 
While they arc ready to assist in the promotion of interest in your 
conference, their limiied assets restrict the quantity of materials 
and the aniount t)f ser\ice that they can provide, 

Facilitj' Selection 

The selection of a suitable site is directly related to die 
success of ilic workshop. It should be lunihious, properly 
veniilated, comfortable, free from noise and other distraction, and 
of proper si kg to aeeomniodate the grou|). There arc many potential 
si lest hotels, convention cenierB, churches, conimuniiy centers, 
halls, school buildings. The coordinator must determine hin or her 
needs and personally inspect the potential site. Should it appear 
to be inapproj)riate for the conference, an altcrnati%x' location must 
be chosen. 

If one has a ver>^ small budget, the choices of facihties are 
limiied. However, if rcgiBtraiion fees are to be charged, the 
selection uf a plush hotel may stimulaie interest in the workshop. 

Large hotels arc usually able to quickly adjust and effectively 
provide for last minute emergencies. Small hotels are frequently 
more courteous and friendly for they arc more dependent upon 
yoitr repeat business than arc larger facilities. Most hotels appear 
to have nexible rates and sendees. One iieed not fear to shop 
and bargain. Compare prices and ser%ices. If hotels are aware 
that you may be having additional conferences in ensuing months, 
they may provide some serslces for reduced rates. 

: 12 ■ 
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ilmilir program eovers 



All arrangements with the facility should be confirmed in writing. 
Large hotclH will nmmllv provide the coordiniuor with an arrange- 
ment mema which indicatCH the ftpeeific meeting rooms, breakout 
rooins/ and the number of Bleeping rooms which have been 
reBer\'ed. The memo will indicate arrangcmentB made for banquet 
and catering hmctlons, uhc of the marquee, special parking 
privileges, rateg and method of paynicnt; 

The hotel Bhould be notified immediately of any ini^takeB hi the 
arrangement memo, and all revisions eonflrmed in writing. Adher- 
cuee to thiB procedure results in fewer suri^riBCS and niiBunder-, 
BtandingB when the bill is preBcnted upon conclusion of the 
w^orkshop. 

One will find that workBhops and conferences are eonBidcrably 
more satiBfying if the location of the faeihty is different tlian the 
normal environment. Many groupB, SBpecially students, are 
enthusiastie about lakeside or mountain sites. If such ; locations 
arc proKimate, and the budget allows, they should be utilized 
whenever appropriate. This is not to suggest that administraiors 
u^e plush hotels and students use mstie cabins. 

Many community members are reluctant to become involved in 
sessitms at sehool sites. Teachers, for other reasons, also find 
the school an uninviling location. Many churches and community 
centers arc available and their potential ntili^ation should bc:^ 
investigated. 

When negotiating with convention centers, the coordinator must 
be alert to gross and net square footage charges. Gross square 
footage pricing requires the customer to pay for the aisle spaee, 
.but net pricing provider aisle space free. 

It shdidd be noted that room capacity can vary depending on. 
whether the seating is conference, baiiquci, theatre, or schoolroom 
style, Faeihty pcrsonner will help the coordinator plan for the 
most efficient use of the rooms. 



Content and Scheduling 

An effective workshop must be participator>% It shotdd not 
be observatory. It is not a time for boring lectures, but for 

■ discussion and interaction. However, depending upon the unique- 
ness of the situation, leettires, demonstrations, and performanees 
(telling, showing, and doing) may have their place. To change or 
reinfbrce opinions, attitudes and behavior the. sessions must 
stimulate perspicacious thinking. 

/ The workshop sessions must not be allowed to turn into "rap" 
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MCSHions, They must be Btmcturcd to proside for the ^ucce^sful 
achievcincm of the workshop obJecUveB, ThiH can be accompliHh- 
cd if cvcmjiie knowH the dcHircd outconies. 

Prcscntor^ Bhouki be selected on the basi^ of their proven 
ability or deinon^tratecl poiential for success in dcaUng with the 
workshop ol)(eclivc^. The type and length of speeches should be 
clearly Hiated in advance; The effectiveness of oiitBidc consultants 
lessened when attendees perceive that their presentations are 
irrelevant to local needs. On the other hand, local experts may 
be too familiar to the group, and, consequently, their opinions and 
ideas less respected/ 

I-reliniinar\^ arrangements with [Jrescn tors and consultants shoiild 
be connrnied in writing and swified by phone calk The rate and 
nicthod of reniuneration for their ser\Mees should be clearly 
understood by all parties involved. 

Often workshop attendees arc physically tired when they arrive 
at the conference. Others become verj' drow^sy during the after- 
noon sessions^-cspccially after a licavN' Itincheon. Do not 
isndcrcstiniate the value of a few minutes of exercise during 
both the niorning and afternoon sessions. 

Allow ample time for coffee breaks. Sonic attendees need to 
smoke, and others insist on no smoking. If there are adquate 
breaks, it is more likely that the smokers and non-smokers can 
aceommodate each other. If the coordinator doe's not allow for 
breaks, most attendees will take them an%*ivay. 

Allow for reiaxation and fun. Do not feel that fun sessions are 
iniproductive. When attendees enjoy the workshop, their participa- 
tion is more relaxed and the probabiHty that objectives will be 
met is much greater. 

Audio-%isual Equipment 

/ Charts and other visual aids can be a bane or a blessing 
dependirig upon their use: When tised properly, they appeal to 
auditor\' and snsual senses simultaneously, thereby increasing 
the impact of the presentation. But, when displayed too soon, 
charts can become distractions. Attendees may study the chart 
while you are attempting to dear with other issues. By the time 
the presentor is ready to discuss the chart, they may have lost 
interest and become bored with it. Make your Aisual aids work 
for you, not against you. Use them, then place them out of sight. 

Chalk boards can be useful. They should be placed so that they 
do iTot reflect light, thereby causing glare or blind: spots. Chalk 
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AUDIO^VISUAL AIDS CHECKLIST 



P 16mm Prolectors 

□ Opaque Pro]ectors 

□ Overhead ProleGtors 

□ Slide Projectors . 

□ Spsre Projector Bulbs 

□ Proiection Screens 

□ Rear ProjeGtlon Screens 

□ Projection Tables 

□ iKtension Cords 

□ Take up Reels 

□ Flip Charts 

□ Flip Chart Pads 

□ Spotlights 

□ Fuses 



□ Record Players 

□ Tape Players 

□ Video Tape Players 
n Cassette Recorders 
O Blank Cassette Tapes 

□ Tape>Recorders 

□ Blank Recording Tape 

□ JVIicrophones 

□ P,A, Systemi 

□ Lecturns 

□ Easels / 

□ Chalkboards 

□ Chalk 

□ Erasers 



Has each presentor 



been contacted concerning audio^visual needs? 
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iHiiirclH and m^cH shuuld nut be *Halkcd to." The imcr of ihewc 
aids miiHi talk to the attcndccH. 

Thc^ liHt af ' uiidin-vSsiuil aids on page 10 is by no mcanH 
c^hmit^itivc. It (ioes Hst, however, ihc more commonly nscd aiciB 
in workshups. Be certain that there are eKicnsion cordn, 
take up reelH, extra bnlbH and aiBcH.;-^^ If uttcndecs indudc 
kii<m jdgcable apcratorB of undi()-Nlmial equipment/ thi^ shonld be 
made known to the prcHcninr^, and con*;ydiantH. If uperatorH 
are unavailable, the preHentor Bhould tent run the cquipmcnl prior 
to ming it in the tteasion. 

Wi^c Heleetion of appropriate ukl^ which will Us^iBt and not 
cletract in the key to *succcssfijl prci^eniaiiorm. The icehniques 
muHi be varied and adaptable to ihc Hpecific ^iiuaiion. 

Agenda 

The workshop agenda need not be cKpent^ive to be attractive 
and taHtcfid, If tiie agenda uppearH to have been haHiily and 
thou^htlcHHly prepared, attendee expectaiionH may be lowered, 

AgendaH can be enhaneed by using colored papcn line drawing^;, 
and covers Hiniilar to those in the ccnierfcild of thin manuah 
Line drawingH of pouitH of interest are often obtainable at miiiinial 
cost from/ Hiailonery stores or local chambers of commerce. 
A printing Job with a profcBHional look can be approximated: by 
using the variety of type elements available with IBM Sclceirie 
typewriters. The coordinator may get other ideas, suggestions and 
assistance from art students and teachers. 



CONDUCTING THE WORKSHOP 



The key to a successful workshop lies in the planning. Never- 
rthelcss, we would do well to remember what happens to 'Hhe best 
laid Bchemes oMnice an' men . > 

The effeetive- coordinator is continually alert to possible 
contingencies. What happens if the microphones do not work 
properh^ What happens if assistants fair to arrive on time? 
Suppose it snows, or there is hea^^' fog, or there are transpor- 
tation strikes^ or breakdowns. This is not to suggest that there, 
need be complete backup plans for eve^ eventualityi however, the 
alert coordinator must be aware of a variety of %iable alternatives. 

Registration 

Most of the work of registration can be done prior to the 
workshop if preregistration procedures have been Instituted. Name 
tags should be prepared in advance when possible. Attendees 
should be greeted by pleasant, courteous staff members who are 
prepared to assist them with their iniii%idual needs. Some may be 
expecting important phone caUs. Some may have specific dietary 
requirements. - Some may be shy and in need of the reassurance, 

-of a friendly smile. Others may come to the registration table 
who are obviously at the wrong workshop! : j - ; 

The registration fonn should be as specific, yet simple, as 
possible. It should only request necessary; information. There 

■ should be sufflcicnt agendas, registmtion packets and other 
materials for all preregistered attendees. If there is a possibility 
that there may not be sufficien t materials for all who ^vlU register 

; at the: beginning of the workshop, the materials for those %vho did^ 
prej"?gister should be separated in advance; 

It is often ve^ convenient to have separate registration tables: 



REGISTRATION AIDS CHECKLIST 



□ Agandai 


□ Clip boards 


□ Registration forms 


□ Chalk 


□ Registration paGketi 


□ Masking taps 


□ Handouts 


□ Transparent tape 


□ Name tags 


□ Typewriter 


□ Ballpoint pens 


□ Typing paper 


□ Felt tip pins 


□ Rulers 


□ Pencils 


□ Rubber bands 


□ Pencil sharpener 


□ Tacks 


□ Scratch paper 


□ Hammer 


□ Paper clips 


□ Screwdriver 


□ Index cards 


□ Pliers 


□ Staplers 


□ Nails 


□ Staples 


□ Aspirin 


□ Staple remover 


Other special aids: 


□ Scissors 




□ Cash box 




□ Manila envelopes 





It is much better to have it and not need it, 
than to need it and not have It. Be prepared! 
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V for those who preregistered and those who did not. 

Evety attendee and participant in the workshop should be 
\velcomed and made to feel relaxed and comfortable. 



The Workshop 

The \vorkshop should begin on time. 

There will probably be introductions of dignitaries* consultanti 
and others. Following the Introductions the coordinator or hie 
designee should re%iew the agenda/ AttendeeB enjoy a general oral 
description that spells out the relationehlp between participants, 
resources and objectives. Also, there may have been changes in 
room locations^ times, and/or activities since the agenda went to, 
press. 

This is the proper time to advise attendees that there is flex- 
ibility in the agenda, and that during the course of the workshop 
they should pro\ide feedback concerning the activities and their 
anticipated impact on the workshop objectives. 

The coordinator should then turn the workshop over to the other 
participants on the program. If there are no problems and the 
planning has been effective, the workshop will nm smoothly. If 
there is a need to modify objectives, activities or procedures, the 
coordinator will provide the necessary direction to effect this 
Ihodification with minimal inconvenience. The coordinator may 
have to settle disputes, encourage or discourage participation from 
specific attendees, or adjust the flow of the schedule to provide 
for the various needs of oarticlpants. 

Evaluation . 

If we have no desire to know whether or not we were success- 
ful in meeting our objectives, we have no need to evaluate. If 
we plan no future workshops or conierences, there is probably no 
need to determine the success or failure of our efforts. If we do" 
not value the feedback of the attendees, there is no need to waste 
their time- asking them to fill out forms and respond to questions. 

The why? when? where? and how? of workshop evaluation is 
the subject of a subsequent manual. 

Adj ourniiieiit 

The coordinator should see that the meeting is adjourned on 
lime* If interest is high aiid some participants choose to remain 
for further dialogue, this should not be discouraged— provided it 
will not place unreasonable or uiinecessaiy demands on others 



who may have to clean and close the facility. _ 

The coordinator must verify whether those delegated the 
responsibUity for returning suppliei and equipment, especially 
films, have done so. 

FoUow-up Acti^ties 

T^^ is over and the coordinator may rest. However, 

he has not discharged his duties until he has sefen that summary 
reports are preparedi promised materials are sent to attendees; 
the biUs are paid^ and letters of appreciation are sent to all who 
assisted In the planning/ development, implementation and 
evaluation of the workshop. 



CHARACTERISTICS 

■ • : . . OF ^ _ •. 

STJCCESSFUL WORKSHOPS 

A coordiimior who pay^ direct attention to all detuilH— nu 
niaticr how Hmall — developing conilngency plans for a 
variety of potential cnicrgcncie^. 

A few, unambiguouH attainable objectives appropriately 
commiinicated to all participants prior to the worki^hop. , 

A properly ventilated, welMighted comfortable session 
site — free from noise and other distractioiiH — of proper 
size to ueeonnnodate the group. 

A respect for budgetur%' conBtraints, and rapid paynient 
of all obligations. 

A rapid registration system started with cfTicicnt, 
pleasant, courteous registrars. ■ 

A welUorchestratcd audio-visual plan which includes 
niodern equipnient, spare bulbs and fuses, extra reels 
and cKtension cords, and operators familiar with the 
equipnient. 

An attractive, thoughtfully planned agenda which is 
: subject to amendment, if necessar%% to meet the work- 
shop objectives. 

A coordinator who encourages active participation by all 
attendees, and effectively presents monopolization of 
group discussion by a few outspoken individuals; 

Some specific infonnation, materials, skills, and/or 
techniques which attendees can put to immediate 
use. 

Plans for follow-up activities based on decisiun?^ made 
during the workshop. 
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COORDINATOR'S CHECKLIST 



Thii eheekUst is deifgned to isslst you with the luecilsful plinnlng of your 
workihep, pBiltjvt respQnits Indicate good pjannlng. 



Have yoii . , * ■ 7 . • ., ' ' . ■ 

RRELIMINARV PLANNING 

0 Determined the d€ilred wofNshdp outeomei? 

p Davgloped a few, specific attdfnable objictlvei? 

□ Comrnunlcattd thei€ Qbiiclivis to potentlarattendeei? 
O Provided for attendee fegdback on the objietlvii? 

p Deleted all txtfaneoui liiuei from the workshop? 

□ informed prisentors and consultants of workshop objectivei? 

□ DevelopWd thg workihop thenn© or slogin? 

p Considered the Impact of the weather when deternilnlng workshop datti? 

p Set dates? 

BUPeET 

□ Established a realistic registration fee? 

□ Eitiniatea total receipti from reglitratlon feti? 
p Prepared a sample budget? 

□ Considered the hidden eosts? 

□ Reviled budget as estimated coits beEanne aetual costs? 

□ Atlemptid to economize whenever possible? 

ATTENDEES 

p initiated written communication with attendees Infornriing them why? 

when? Where? how much? anci j^eisted benefits? 
p involved attendees In the development of the workshop? 

□ Assisted attendees Who wlih to prepare for tht workihop? v 
P Provided for and encouraged prereglstration? 

CQNyENTiON BUREAUS 

□ Informed your convention bureau Of the workshop? 

□ Requested asiistance with facMIty lelection, publicity, md regiitration? 

□ Requested name tags, agenda covers, visitor's guldti and informational 

brochures? 

FACILITV SELECTiDN 

□ Sought an attractive, comfortablei luminous liti? , 

□ Personally inspected the proposed site? 

□ Sought and bargained for the best rates? 

□ Confirmed all plans and revisions In writing? 

□ Received a function agreement or an arrangement memo? 

□ Requested use of the marquee?- = ' 

CONTENT AND SCHEDULING 

□ Provided for fun sessions? Change of pace sesiions? Breaks? 

□ Provided for Intefaetloni participationj and Involvement? 

□ Attempted to eliminate boring ieetures? , ^ 

□ Advised Presentors of type and length of speeehei? . 

□ Confirmed ail arrangements with presentors In writings 

□ Verified all arrangements with presentors by phone? 

□ provided for a*m. and p^m. exercllei? , 



- A-VEQiUIPMENT 

□ Used the A'V aids form on page 12? " . , 

□ Decided who will operate the A-V tqulpment? 
.□ Obtilned modern equipment? 

□ Obtained extensjon cords for 1 1 electrical equipment? 

□ Test run projectors, recorders, record players and other machines? 

□ Prepared for A^V emergencies^ namely blown fusei, burnt out bulbs^ poor 

mikes? 



PUBLICITY 

□ Listed printing needs? ^ , 

□ Alerted the press? 

□ Arranged for a photographer? 

□ Developed your promotion ichedule? . .' 

□ Engaged the convention bureau In publlGliIng your workshop? 



r AGENDA 

□ Prepared an attractive agenda? 

□ Thoughtfuliy planned the content of the agenda? 

□ Provided for flexibility In the agenda schedule? 



REGISTRATION 

□ Engaged efflelinti pleasant eQurteouS registrars? 

□ Collected the registration supplies indicated in the form on page 14? 

□ Arranged separate regiitratlqn tables for those who did and did not 

prereglstef ? 

□ Informed partlefpants of traniportatfon arrangements from airport to 

. site? 



THEi WORKSHOP 

□ Considered alternate activities and entertainment for spouses? 

□ Arranged for a display area? _ 

□ Identified decoration requirements? 

□ Prepared signs and banners? _ 

□ Prepared for medical emerBeneles? 

□ Arranged a telephone message system? 

□ Provided a bulletin board for messages? 

□ Provided for check cashing privileges? 

□ Arranged parking validation? 

□ Planned meal. functions appropriately? . " 
Prepared to revise the schedule If necessary? 

□ Planned to effectltfely evaluate the workshop? 

□ Planned fori variety of contingencies unique to your pirticular workshop 



■ ;. FOLLOW-UP 
. □ Arranged to collect and return materials^ equipment and supplies? 

□ Arranged for follow-up aettvltlei? 

□ Prepared the final workshop report? "^"'^^ 

□ Paid the bills? 

□ Sent letters of appreciation? . .. . .... _ : / 



